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Overview 


This system guide explains OMEGA’s header, footer, 
and footnote functions. Headers are captions that 
appear at the top of the page to help readers identify 
their place in a document. Footers are used for the 
same purpose, but they are printed at the bottom of the 
page. When you use OMEGA’s header and footer 
functions, you type the text of headers and footers 
once, and the system prints it on each page automati- 
cally. Footnotes are used to explain or identify referen- 
cesin text. OMEGA makes it easy to create footnotes, 
and the system automatically numbers and prints 
them according to your specifications. 


Section I introduces you to OMEGA’s header and 
footer functions. Several options are available to meet 
your specific needs. Footnotes are the subject of Sec- 
tion 2. The procedures for creating and revising foot- 
notes and the footnote printing options OMEGA 
offers are discussed. 


Sections 


1. Headers and footers 
2. Footnotes 


Turn to the next page to begin Section 1. 
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Header and footer functions Header Only Footer Only 
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Two main options are available with OMEGA’s 
header and footer functions. 
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Creating headers and footers 


You can create headers and footers easily using 
OMEGA’s header and footer functions. These functions 
can be used when you are typing a new document or when 
you are editing an existing one. 


Concepts 


OMEGA saves headers and footers in format markers 
within the body of the document. Header and footer 
text does not display on the screen with the document. 
It 1s saved on a separate “‘header page” or ‘‘footer 
page,” as shown in the center illustration. When you 
create a header or footer, OMEGA inserts a format 
marker in the text. The format marker messages are 
visible in Trace Mode. The message “Header all,” 
indicates the same header is to be printed on every 


page. 
Overview of procedures 


1. Access the specific header or footer function: When 
you create a header or footer, the specific header or 
footer function you access instructs the system on 
which pages to place the header or footer. Header 
All or Footer All means that the same header or 
footer text will appear on every page. If you select 
alternating headers or footers, the header or footer 
text will alternate on every other page. You can 
create a Header Left or Footer Left which prints on 
even numbered pages, and a Header Right or 
Footer Right to print on odd numbered pages. 


2. Type the header or footer text: When you have 
selected the desired function, the screen clears. You 
then type the text as you want it to appear on the 
printed page. When you type, you determine where 
the text 1s to be located on the line. You also deter- 
mine where the header or footer will print in relation 
to the text. 


3. Save the header or footer: After you have typed the 
text, you save the header or footer. Your document 
then returns to the screen. 
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Explanation of procedure 


1. Access the specific header or footer function: When Access the Desired Function 
the cursor is positioned on line |, page |, the header 


or footer you create will print on every page of your , ie | Nee ‘i 


document, including the first. If you want the same 

header on every page, press COMMAND and then 
: type HA (Header All). For alternating headers, use 
i COMMAND HR (Header Right) and COM- 
i MAND HL (Header Left). 





For a footer on every page, press COMMAND and 
type FA (Footer All). If you want to create alternat- 
ing footers, uue COMMAND FR (Footer Right), 
and COMMAND FL (Footer Left) to access those 
functions. 


After you access a header or footer function, the 
| screen clears and the name of the specific function 
| displays in the message area. The Header All func- 
| tion was accessed in the first illustration. 





2. Type the header or footer text: You then type the Type the Text Exactly as You Want It 
header or footer exactly the way you want it to 
print. For example, you may want the text centered, Header al ee 

| or aligned at the left margin. You may also want to 

| include blank lines to separate a header or footer 

| from the body of the text. When you type a header, 

enter RETURNS after the text. For a footer, include 

RETURNS before the text to separate it from the 

body of the document. In the second illustration, 

the header “Chapter 1,” is typed at the left margin. 

The two return symbols following the header text 
| will cause two blank lines to print between the 
| header and the body text. 


b b 
hapter 1, 


¥ 
C 
{ 
{ 
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3. Save the header or footer: When you have typed the Save the Header or Footer 
| text, press SAVE to save the header or footer in a r 
format marker. Your document then returns to the Header 0 ne 
| ee TRACE MODE PAGE. =. LINE 1 CHAP 
screen, and the format marker Is inserted in the text bs | , ’ r 
at the cursor location. 
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Considerations when creating 
headers and footers 


The specific header or footer function you access 
instructs the system on which pages to place the header 
or footer. You determine the format of headers and 
footers as you type them. Other factors also influence the 
way your headers and footers are printed. 


Alternating headers and footers 


When the alternating option is used, the number of 
lines used in both left and right headers or footers 
should be the same. With alternating headers, this 
ensures that the body of the document will begin on 
the same line on every page. With alternating footers, 
the bottom margin will be even. In the first illustration, 
each footer contains three lines. 


Pagination 


When OMEGA paginates a document, it counts the 
lines used by headers and footers as part of the maxi- 
mum number of lines on each page. This affects the 
amount of body text printed on each page. For exam- 
ple, if you specify 55 lines per page, and your header 
takes up three lines, only 52 lines of body text will be 
printed on each page. 


NOTE: If you add headers or footers to an existing 
document, you must repaginate before printing. This 
allows OMEGA to include the header or footer lines 
within the maximum number of lines on each page. 


Where headers and footers begin printing 


The position of the cursor when the header or footer 
function is accessed determines the position of the 
format marker in the text. This format marker, in turn, 
determines the page on which the header or footer ts 
first printed. When you access a header or footer 
function with the cursor on page |, line 1, as shown in 
the next illustration, the header or footer prints on all 
pages of your document, including the first. 


To print a header or footer on every page except the 
first, access the desired function when the cursor is 
anywhere on the first page except on line |. For exam- 
ple, when the function is accessed on line 7, as shown in 
the next illustration, the header will start printing on 
page 2. 


To begin a header or footer on later pages in your 
document, access the header or footer function on the 
page prior to the one on which the header or footer ts 
to first appear. Do not access the function from line 1 
of the previous page, however, or the header or footer 
will start printing on that page. The last illustration 
shows an appropriate cursor position, page 5, line 10, 
for a header or footer to start printing on page 6. 
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Where Headers Begin Printing 


Cursor Position for Header or Footer to Begin 
on Page 1 
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Cursor Position for Header or Footer to Begin on 
Page 2 
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Include page numbers in 
headers or footers 


In System Guide 4, you learned to use the three settings 
on Document Status Menu Two which instruct OMEGA 
to print page numbers. You can also use headers or 
footers to number pages automatically. This option is 
useful if you wish to print the number 1 on the first page 
of a document. You can also use headers or footers to 
number pages if you wish to include text with the page 
number. In the first illustration, the text “Page 1 of 7” 
was included with the page number in the footer. 


Procedure 


To use this page numbering option, you first access the 
desired header or footer function. Then position the 
cursor to indicate where the page number Is to appear 
in the header or footer. In the second illustration, the 
Footer All function was selected. The page number ts 
also to be centered, and preceded by the word “*Page.”’ 
When the cursor ts positioned, press COMMAND and 
then type PN (Page Number). An arrow, as pictured in 
the last illustration, displays at the page number loca- 
tion. The system will automatically print page 
numbers where you have specified them. You can use 
the ‘First page of document is #”’ setting on the Printer 
Status to specify the number of the first page of your 
document. 
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To Include Page Numbering 


Access Function and Position Cursor 


Footer all PAGE 1 LINE 
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Varying headers and footers 


Headers and footers can begin on any page in a docu- 
ment. They can also change within a document or be 
omitted from any pages to allow for illustrations, tables, 
or charts. 


Changing headers or footers 


Headers and footers can be changed within a docu- 
ment. For example, the header on pages | through 6 
can be “CHAPTER 1,” and the header on pages 7 
through 12 “CHAPTER 2,” as shown in the first 
illustration. 


To change a header or footer, you create a new header 
or footer on the page prior to the page on which it is to 
appear. For example, if the new header is to start 
printing on page 7, create the new header on page 6, as 
shown in the second illustration. 


To prevent the header or footer format marker from 
moving to the wrong page during pagination, you can 
establish required pages in the document. In the exam- 
ple used here, a required page break at the end of page 
6 ensures that the new header will be printed on page 7. 


Omitting headers and footers 


You may not want headers and footers to print on 
certain pages, such as Page 10 in the third illustration. 
In this case, you can instruct the system to insert a 
blank header or footer on specified pages. 


On the page preceding the one on which the header or 
footer should be omitted (page 9 pictured at the right), 
you create a blank header or footer. To do so, simply 
access the header or footer function and save a blank 
screen as shown in the last illustration. 


You can resume printing the original headers and 
footers in the document without retyping. To do so, 
turn on Trace Mode and define the format marker 
containing the original header or footer text as a block. 
Then, copy this block onto the page preceding the one 
on which the header or footer is to begin again. 
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Example of Changing a Header 


Header on Pages 1-6 Header on Pages 7-10 


CHAPTER 1 SHMAPTER 2@ 
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Bending and lifting: Always flex 
the knees and lower the hips rather 
than the waist when bending. This 
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rounded, net arched. The entire 
bedy should move as 4 single unit 
with shoulder and pelvis facing in 
the same direction, Movements 
Should be slow and smooth. Avoid 
twisting, heaving or abrupt 
motions. Keep feet fairly far 
opart, with one ahead of the other 
for balance. Hold the object close 
to the body. If the load is very 
heavy, divide it inte two lighter 
loads, one for each arm, or make 
twe trips Bo net lift hig es 
objects higher than watst level. 
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the spine. « 
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Create Blank Header 
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Editing headers and footers 


You can revise the text or format of existing headers and 
footers. To do this, you recall them to the screen and 
make any desired changes. You can also delete headers 
and footers easily if you no longer want them included in 
a document. 


Revising headers and footers 


To edit a header or footer, you first turn on Trace 
Mode and then position the cursor on the appropriate 
format marker, as shown in the first illustration. You 
then press RECALL to display the text of the header 
or footer on the screen. This 1s pictured 1n the second 
illustration. You edit the text as desired. In the third 
illustration, the spelling of History 1s corrected. When 
you have finished your edits, press SAVE to save the 
revised header or footer. When you do this, your 
document returns to the screen. 


Changing the format of a header or footer 


When you first create a header or footer, it takes on the 
Document Status Menu settings of the document dis- 
played. However, if you change the format settings of 
the document after you create a header or footer, the 
header or footer format is not affected. To change the 
format of existing headers or footers, you recall them 
individually, display their Document Status Menus, 
and make any desired changes. 


Deleting headers and footers 


You can delete a header or footer by entering Trace 
Mode, positioning the cursor on the appropriate for- 
mat marker, and pressing DEL CHAR. The format 
marker and the header or footer text are deleted from 
the document. Because this affects the number of doc- 
ument lines printed on a page, you should repaginate 
before printing. 


Go to the next page and complete the disk instruc- 
tion for this section. 
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Revising a Header 


Step 1: Position Cursor on Header Format Marker 
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spark major advances in medicine. 


Step 2: RECALL to Display Header 
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Step 4: SAVE the Header 
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_ Disk Instruction 


The disk instructions for this section, Headers and Footers, are given to you in print, not on the screen. This is 
necessary because the examples require you to display saved documents. You would be unable to follow directions 
given on the screen. 


Before you begin the examples, do the following: 


_-e Turn on the system, if necessary, and insert the Master disk into Drive A. 


e Fill in the date and time. 


e When the margin scale appears, insert your Training disk into Drive B and display the Index. 


In the following examples, you will view a header in a document, create a header and footer, and revise a header 
and footer. 


_ 1. Header and footer in a document: Header and footer text does not display on the screen with the document. It is 
| saved on a separate “header page” or “footer page.” 


A. EXAMPLE - View a header in a document 


In this example you will print a document with a header, recall the document to note that the header does not 
display on the screen with the document, and then display the header on the screen to compare it to the 
printed document. 


I. 


fe 


Loe) 


Print document 9.1 Sample Header. 


Recall document 9.1 Sample Header. 


. Scroll through the document and note the header and footer are not visible in the text. 


. Press HOME HOME UP to return to the beginning of the document and turn on Trace Mode. (CTRL) 


TRACE. 


. Use (CTRL) FIND to find the format marker with the ‘‘Header all” message. 


. To display (view) the header on the screen, press RECALL with the cursor on the Header All format 


marker. The header page displays on the screen. 


. Note the appearance of the header on the screen. Compare it to the printout. 
. Remove the header from the screen by pressing SAVE. This returns you to the document. 


. Save the document. Answer Y to the saving text message to update the original. 


CONTINUE TO THE NEXT EXAMPLE 
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Disk Instruction (Cont.) 


2. Creating a header on all pages of a document: To create a header on all pages you use the Header All function. 
A. EXAMPLE - Create a header 
In this example you will create a header in document 9.1 Word Processing. 
1. Recall document 9.1 Word Processing. 
2. In order to have the header appear on all pages including page one, position the cursor on line I. 


3. Access the Header All function by pressing COMMAND and typing HA. “Header all” appears in the 
message area and the screen clears. 


4. Now type the header as indicated in the Sample Text below: 


Word Processing 
Page # 


(text of document) 





To have the header appear on the left side of the page, type “Word Processing” at the left margin. Press 
RETURN. 


Type Page. 


Then to have OMEGA number the pages in the header, press COMMAND and then type PN. An arrow 
appears on the screen. 


Press RETURN three times to leave blank lines between the header and text. 

Note the number of lines in the header—4. 
>. Save the header by pressing SAVE. The document reappears on the screen. 
6. Display Document Status Menu One and note the maximum lines per page. RETURN to the document. 
7. Paginate the document. 


Note the position of the first page break. OMEGA has included the 4 lines of the header in the maximum 
lines per page. 


8. Save the document. Answer N to the saving text message and name the document YOUR NAME 9.1. 


9. Print the document. Note the header is printed on all pages. 


CONTINUE TO THE NEXT EXAMPLE 
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3. Creating a footer on all pages of a document: Creating a footer is similar to creating a header except for the 
command to access the footer function. 


i. A. EXAMPLE - Create a footer in the same document 


In this example you will create a footer in document YOUR NAME 9.1. 


l. 


2. 





Recall document YOUR NAME 9.1. 


In order to have the footer appear on all pages including page one, position the cursor on line 1. 


. Access the Footer All function by pressing COMMAND and then typing FA. “Footer all” appears in the 


message area and the screen clears. 


. Now type the footer as indicated in the Sample Text below. 


Compucorp Training Program 


To separate the text from the footer, press RETURN twice. 


To position the footer on the right side of the page, position the cursor on character position 50 and type 
the footer—Compucorp Training Program. 


Note the number of lines in the footer—3. 


. Save the footer by pressing SAVE. The document reappears on the screen. 


. Paginate the document. Note where the first page break appears. OMEGA has included both the number 


of lines in the header (4) and the number of lines in the footer (3) in the maximum lines per page. 


. Save the document. Answer Y to update the document with the footer. 


. Print the document. Note the footer is printed on all pages. 


CONTINUE TO THE NEXT EXAMPLE 
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4. Editing headers and footers: To edit a header or footer, you display the header or footer on the screen, make the 
revisions, and then save the revised header or footer. 


A. EXAMPLE - Change a header 


In this example you will change the header you created in the previous example. 


| 


2, 


as 

6. 
B. EXAMPLE - Delete a footer 

In this example you will delete the footer you created in a previous example. 

L. 


Zs 


. Save the document. Answer N to the saving text message to save the edited document. Name the 


. Print the document. Note the revised header and the deleted footer. 


Recall document YOUR NAME 9.1. 


Turn on Trace Mode. 


. Use (CTRL) FIND to find the Header All format marker. 


. Redisplay the header on the screen by pressing RECALL while the cursor is on the Header All format 


marker. 
Edit the header to read “Word Processing Discussion.” 


Press SAVE to save the header and redisplay the document. 


Document YOUR NAME 9.1 should still be displayed on the screen. Turn on Trace Mode. 


Use (CTRL) FIND to position the cursor on the Footer All format marker. 


. Delete the format marker. DEL CHAR. This deletes the entire footer. 


. Paginate the document. 


document 9.1 Edit H and F. 





CONTINUE TO THE NEXT EXAMPLE 
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5. Creating alternating headers and footers: You can also create alternating headers and footers. “Right” headers 
print on the odd numbered pages. “Left” headers print on the even numbered pages. Alternating headers and | 


footers can contain different text. 
A. EXAMPLE - Create a left header 
In this example you will create a left header in document 9.1 Personnel Manual. 
1. Recall document 9.1 Personnel Manual. 
2. In order to have the headers appear on all pages except the first one, position the cursor on line 2. 
3. Then access the Header Left function—COMMAND HL. 


4. Type the header as indicated in the Sample Text below: 


PERSONNEL MANUAL 
SECTION 3 


POSITION DESCRIPTION 





5. Save the header and redisplay the document. SAVE. 
B. EXAMPLE - Create a right header 
In this example you will create the right header for the same document. 
1. Document 9.1 Personnel Manual should still be displayed on the screen. 
2. In order to have the headers appear on all pages except the first one, position the cursor on line 2. 
3. Access the Header Right function. COMMAND HR. 


4. Type the header as indicated in the Sample Text below: 


PERSONNEL MANUAL 
SECTION 3 


Position Responsibilities 





5. Save the header and redisplay the document. SAVE. 
6. Paginate the document. 


7. Save the document. Answer N to the saving text message and name the new document 9.1 Alternating. 


8. Print the document. Note the alternating headers on odd and even pages. 


You have now completed Section 1. Turn to the next page to begin Section 2. 
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Footnote function 


Like headers and footers, footnotes are created easily on 
your Compucorp system. When you use the versatile 
footnote function, all you do is type the footnote. 
OMEGA performs the following tasks automatically. 


¢e OMEGA numbers footnotes for you and inserts the 
number in the text as a superscript. It also prints the 
number at the bottom of the page. 


e If you add or delete footnotes, OMEGA renumbers 
them automatically to correspond to the changes 
you have made. 


e When footnotes are printed, OMEGA inserts a 
dashed line to separate the body of the document 
from the footnotes. 


e If there is not enough room on a page to print a 
footnote, OMEGA splits the footnote and prints the 
second part on the following page. 


e If you move a section of text containing a footnote, 
the footnote is automatically moved and 
renumbered. 
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Footnotes 


Made for Movement 


The need for strength makes bones 
rigid. If the skeleton were cast 
as one solid bone, movement would 
be nearly impossible. In all 
vertebrates, including man, nature 
has solved this problem by dividing 
the skeleton into many bones and 
creating joints where they 
intersect. 


Despite the prodigious strength of 
bones, muscles can Summon encough 
force to snap them. To avert such 
catastrophes, bone and muscle 
conspire to devise an artful 
defense. When tendon meets bone at 
right anges, strain is equal across 
the intersection. 


lgoldberg, Kathy E. The Skeleton: 
Fantastic Framework ( U.S. News 
Books: Washington D.C., 1982): 71. 
2Drawing by Hurwitz, Joyce. 
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Creating footnotes 


You can create footnotes easily with OMEGA’s footnote 
function. Footnotes can be inserted while you are typing 
a document or during revision of an existing document. 


Concepts 


Like headers and footers, footnotes are saved apart 
from the body of the document in format markers. 
When you create a footnote, OMEGA inserts a merge 
marker, which looks like an upside down Y, in the text. 
In Trace Mode, this merge marker displays as a format 
marker containing the message “‘Footnote.” When 
you use the footnote function, you do not have to 
number each footnote. OMEGA automatically 
numbers the footnote and places this number in the 
text. The numbered footnote will print at the bottom 
of each page or at the end of the document. 


Procedure 


To create a footnote, first type the text to the point of 
the first footnote number. Then access the footnote 
function by pressing COMMAND and typing FN 
(FootNote). When the screen clears and *“‘Footnote” 
displays in the message area, type the text of your 
footnote without numbering it. After you have typed 
the text, press SAVE to save the footnote. The docu- 
ment returns to the screen, and a merge marker tn the 
document indicates the location of the footnote. The 
marker is replaced by the appropriate footnote 
number when the document ts printed as tn the last 
illustration. 
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Merge Marker Indicates Location of Footnote 
PAGE 86! LINE 
H---pR 


1 CHAR 


{ 

A Chinook father cradles his child 
in a device designed to mold its 
head after the image of his own. 
Drawing the thongs tighter presses 
the board above the childs head 
down across the brow, lending it a 
marked slop 





In Trace Mode Merge Marker Displays 
as Format Marker 


Footnote 


TRACE. HODE PAGE 


LINE 10 CHAR 36 







Page 5, 


{ 

A Chinook father cradles his child 
in a device designed to aold its 
head after the image of his own. 
Drawing the thongs tighter presses 
the board above the childs head 
down across the brow, lending it o 
norked slope. 1, 


cut the skul| 


| 
Nedieval physicid 
of nadness. ° 


to excise “the sto 
eee was an} 
technique. Qe 


Footnote 1 


Footnote PAGE 
‘> SAAT vy} PRA b seteitte.ark ) are woetGckie bocH 
Cow Hochon’ Paul Kane, all 
rights reserved. Courtesy of the 
Montreal Museum of Fine Arts. , 


I LIN 1 CR 3 


‘b 


Footnote 2 


Footnote PAGE =6o1CLINE 

? cosece wv} aialeve.e-aie b coeeeee b ete ar boo He Ree ) 
Kosch, Hieronyaus. “The Extraction 
of the Stone of Madness". All 
Rights Reserved, copyright Huseo 


| a 


del Prado, Madrid. 


Printed Document 
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Printing options Numbered Consecutively Throughout Document 


Page 9 Page 12 


When you include footnotes in a document, you can 
¢ . . Passing pide: ee biood, oxygen 
instruct OMEGA to number and print them in one of wed Clee celloys terete 


oxy-hemsgle , for transport te 
three Ways tissues a celts. Hersgiobin 

= enables tlood to carry between 
thirty and one hundred times more 
oxygen than if the oxygen wero 
transported as ao dissolved gas in 
the bleed strean.? 


when a person climbs 4 mountain or 
Swims deep tn the sea, the partial 
pressure ef oxygen in his lungs may 
fatl by half or rise fivefold. 

How, in the thin air on mountain 
tops, does he get the oxygen he 
needs? At i0,008 feet, the partial 
pressure of oxygen in the lungs 
falls to 60 ma. Hg.4 


e Footnotes can be numbered consecutively through- 
out the document and printed at the bottom of the 
appropriate page. This is shown in the first 
illustration. 


Bellows within bellows, alveoli, 
Smali es pinpoints, capture oxygen 
and release carbon dioxide. Red 
blood cells, inching along 
copilieries in single file, swap 
carton dioxide for the oxygen they 
deliver to ¢celis. 


Flattened out, alveoli, ringed by 


Ss, Christopher West. Blood: 
The River of Life {U.S. 
Bpeks Washington, o. C.3 





The River of Life. 
Re eres ‘beats Washington, ©.c 
2) 65. 
dine Lennart “Behold Man” 


¢ Footnotes can be numbered consecutively on each a the Gate by tattle, 
page and printed at the bottom of the appropriate 
page. This is pictured in the second illustration. 


lustrated by Errol Le ¢ 
ivi king Press, New York}. 
Reprinted by permission of Faber 
and Faber, Utd. $7. 





e Footnotes can be numbered consecutively through- 
out the document and printed at the end of the 
document. In the third illustration, this option was . 


selected ads at re wi th” hems gi eabin in when a person climbs 4 mountain or 
* . a blood eek int forming swims deep in the sea, the portial 
lets for transport to reSssu of oxygen in his lungs may 


Page 4 


sathas Hemoglobin foil by hait oF — fivefold. 
oid 5G carry ber ween ow, bn th tn air on mountain 
° f e ° ° thirty and one tiundred tines rore tops, does ne. ger the oxygen he 
than if th e ere n 8? e 10,900 feet, the partial 
Selecting rom printing options oct, as a ‘4 oxygen were oe) pressure of oxyge en 3 th 1€ «lungs 


the blood strean.! fails te 6f mem. Hg. 


Flattened out, alveoli, ve ik. is - eine in SERISERE bellows, alveoli, 
. . eaplillaries, resemble cloisonne smal as pi ume ints, capture oxygen 
You select from these options using the two footnote the fine ceauester? cratted sine and release parton "$i oxi de, Red 
antiquity. he sur ‘fac e areca of rhe pioed li ine ing a} ang 


alveoli in the lungs, if spread tn sk ing: e file, Swap 


settings on Document Status Menu Two. The default out, would cqver 1,210 pages t> carton dioxide ae the axysea they 
settings for these two selections are shown in the last ae 
illustration. ies “News. Bos ens 1e Nathan 5h Be The River ‘of L ! 





’ 
i hse rated by Errol ¢ 
ing Pr age New York). 
pen nted by perniosion ef Fater 
and Faber, Utd. $ 


e The ““Continuous footnote numbers [Y/N]” selec- 
tion determines how footnotes will be numbered. To 
number footnotes consecutively throughout a doc- 
ument, use the default setting, Y (yes). If you type N 
(no) for this setting, footnotes are numbered begin- 
ning with the number | on each page. Page 4 


Pausing inte the bleed, oxygen Jeliows within bellows, alveoli, 
binds at once with nenast ebin in tha} ic as ie yan a capture oxygen 
ad blasd celts, asces ng Re) on dioxide. Red 

oe r 4 om y 
¥ t be 





e The “Footnotes at end of document [Y/N]”’ selec- on 
tion determines where the footnotes will be printed. ar aaa tines fore 


the oxyjen were 
transported as a gissolved gas tn 


If you use the default setting of N (no), the footnotes the Blood streame ==. River of Lites 
will be printed at the bottom of the page on which EA cling Solute ss foson "Beto 
they appear. A setting of Y (yes) causes all the foot- aivesli in the longa, if spread" Mtovis. Encléteghes ‘Meat, 

pes ae &9v anes pages: ine The River of Life (U.S. New 


notes to be printed at the end of the document. If you se alcis Books, woabiagton, 0.<. 


Stilustrated by Erro 
iWiking vig dona pin york: ° 


choose this option, create a required page break at Reprinted ty gerniooien of Faber 
the end of the document so that the footnotes will 
print on a separate page. 





rack aunis fatnits nuabers (Y/N): . 
Footnotes at end of docuaent Y/N}: .N 
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Editing footnotes Revising Footnotes 


Step 1: Position the Cursor on the Merge Marker i 
You can revise the text or the format of an existing : 


footnote by recalling it to the screen. You can also move, erty See Meee wees ere e gu : ies * “a 
copy, or delete a footnote using the footnote format between thirty and one hundred times more oxygen than if the 
marker. oxygen were transported as a dissolved gas in the blood 

strean.—f Flattened out, alveoli, ringed by capillaries, 
resemble cloisonne, the fine enamelware crafted since 
antiquity. The surface area of the alveoli in the lungs, if 
spread out, would cover 1,218 pages the size of one. Ay 








Revising footnotes 


To edit the text of a footnote, position the cursor on 
the merge marker in the document and turn on Trace in red blood cells, forming Qxy-hemoglobin, for transport to, 
Mode. Press RECALL to display the footnote on the 

screen, then edit the footnote as desired. When you 
_ have completed the revision, press SAVE to update the 
edited footnote. The document once again displays on 
_ the screen. These steps are illustrated at the right. 





{ 
Passing into the blood, oxygen binds at once with hemoglobin 





{ 
{ 
( 
( 
( 
( 
{ 


Moving or copying a footnote 








You can move or copy footnotes by defining the foot- 


note merge marker as a block and then using BLOCK 
MOVE or BLOCK COPY. Step 2: RECALL and Edit the Footnote 


| . a oO 
_ Deleting a footnote | eres ne ) pects Rs -} 


Page, Joke. _The River of ee 
%i 6 hington, D. 
A footnote can be deleted by positioning the cursor on ee i Enos; Washington, D.C. 
the footnote merge marker, turning on Trace Mode, 


and using DEL CHAR to remove the format marker. 








__ Footnote format changes Step 3: SAVE the Revised Footnotes 
e Changing the format of footnotes: Like headers and PAGE ==! LINE 7 CHAR 
footers, footnotes take on the format of the docu- id SOON eS Bea RR SL | 
| ; between thirty and one hundred times more oxygen than if the | 
| ment displayed when they are created. Footnotes, oxygen were transported as a dissolved us in the blood 
| however, can have a different format than the docu- stream. Mj Flattened out, alveoli, ringed by capillaries, 
i ment. To change the format of a footnote, you access resemble cloisonne, the fine enawelware crafted since | 


antiquity. The surface orea of the alveoli in the !ungs, 14 
the Document Status Menu when the footnote 1s ae ‘in would cover 1218 pages the size of one he 
displayed and make any desired changes. Format 
changes made to the footnote will not affect the Passing into the blood, oxygen binds at once with heaog!obin 

in red blood cells, forming Bxy-hemoglobin, for transport to, 
document. 


Changing the format of the document containing foot- 
notes: Format changes made to the document after a 
footnote is created do not affect the footnote. You 
i can change the format of footnotes to be consistent 
M with the document. To do this, recall the footnote. 
Then display the Document Status Menu and make 
any desired changes. Save the revised footnote, and 
the document returns to the screen. 


{ 
| 
{ 
4 
{ 
( 
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Considerations 


The topics discuss below influence the final printed 
appearance of a document which contains footnotes. 


Pagination 


You should repaginate the document if you add or 
delete footnotes which are printed at the bottom of the 
page. This allows them to be counted or discounted 
within the maximum number of lines per page. 


Line spacing between footnotes 
Footnotes are printed with single spacing. If you want 


blank lines between the printed footnotes, include a 
RETURN after you type the text of each footnote. 


Go to the next page and complete the disk instruc- 
tion for this section. 
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If Want a Blank Line Between Footnotes, Include 
RETURN When Typing Footnote 


PAGE =6t «CLINE §©=— 4s CHAR 
This information was reprinted with permission fron 
U.S. News Books. « 


Footnote 
) 





Result: Footnotes are Separated by Blank Lines 


lthis information was reprinted with 
permission from the U.S. News 
Books. 


2Ibid. 


3The Holy Bible King James 


Version. 
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Disk Instruction 


The disk instructions for this section, Footnotes, are given to you in print, not on the screen. This is necessary because _ 
the examples require you to display a saved document. You would be unable to follow directions given on the screen. | 


ps 
1 


Before you begin the examples, do the following: 

e Turn on the system, if necessary, and insert the Master disk into Drive A. 

e Fill in the date and time. 

e When the margin scale appears, insert your Training disk into Drive B and display the Index. 


In the following examples, you will view footnotes in a document, create footnotes in a document, print the 
footnotes, and edit the footnotes. 


1. View a footnote in a document: Footnotes are saved apart from the document in format markers. You can | 


display the footnote by using Trace Mode. 
A. EXAMPLE - View a footnote in a document 


1. Print document 9.2 Bones. Note the footnotes in the document. 





2. Recall document 9.2 Bones. 


3. Note the upside down Y on line 9. This is a footnote screen marker. 





4. Display the footnote by positioning the cursor on the upside down Y and pressing RECALL. 


The document is removed from the screen and the footnote appears. Note its appearance. Compare it to 
the printout. 


5. Remove the footnote from the screen by pressing SAVE. The document redisplays on the screen. 


6, Clear the screen. (CTRL) CLEAR. 


CONTINUE TO THE NEXT EXAMPLE 
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2. Access the footnote function by pressing COMMAND and then typing FN. ‘‘Footnote” appears in the 


3. Type the footnote as indicated in the Sample Text below: | 








10. Paginate the document. NOTE: Be sure you are at the beginning of the document when you paginate. 


2. Creating footnotes: To create footnotes you access the footnote function, type the footnote, and then save the 
footnote. 


A. EXAMPLE - Create three footnotes in a document 


In this example you will create three footnotes in document 9.2 Footnotes as instructed below. 


|. Create a footnote at the end of the second paragraph. Position the cursor after the text the footnote refers 
to—after the word ‘“‘computer.” 





message area and the screen clears. 


Tudor, Barbara. The Art of Writing Word Processing Training 


Materials. Parks and Associates. 1983. Page 85. 





4. Save the footnote and redisplay the document by pressing SAVE. 


5. Create the second footnote at the end of the third paragraph. First, position the cursor after the text the ; 
footnote refers to—after the word ‘tway.”’ 





6. Access the footnote function—COMMAND FN. 





7. Type the footnote as indicated below. 





Budlong, Tom. English as a Second Language. Tiajuana 


Publishers. 1980. Page 25. 


8. Save the footnote and redisplay the document. SAVE. 


9. Create the following footnote at the end of the fourth paragraph. 


Wire, Nancy. Working Under Stress - and In It. 
Publishers, 1979. Page 345. ? 





e Position the cursor after “output.” 
e Access the footnote function. COMMAND EN. 


e Type the footnote. | 
e Save the footnote and redisplay the document. SAVE. | 


11. Save the document. Answer N to the saving text message. Name the document YOUR NAME 9.2. 
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3. Printing footnotes: You can print footnotes in a document three different ways: numbered consecutively at the 
end of the document, numbered consecutively throughout the document at the bottom of each page, or 
numbered consecutively on each page at the bottom of each page. 


A. EXAMPLE - Printing footnotes at the bottom of the page, numbered consecutively throughout the entire 
document 


L. 


2. 


Recall document YOUR NAME 9.2. 


Display Document Status Menu Two. 


. Note the “Continuous footnote number Y/N” setting. The default setting is Y (yes). The default setting 


numbers the footnotes consecutively throughout the entire document. 


. Note the ‘‘Footnotes at end of document Y/N” setting. The default setting is N (no). The default setting 


prints the footnotes at the bottom of each page. 


. RETURN to the document. 
. Save the document. Update the original by answering Y to the saving text message. 


. Print the document. Note that the footnotes are at the bottom of each page and numbered consecutively 


throughout the document. 


B. EXAMPLE - Footnotes at the end of the document, numbered consecutively 


i 


Be 








Recall document YOUR NAME 9.2. 


Display Document Status Menu Two. 


. On the line, “Continuous footnote number Y/N,” type Y for yes. 
. On the line, “Footnotes at end of document Y/N,” type Y for yes. 
. Save the document. Update, type Y. 


. Print the document. Note the footnotes at the end of the document. 
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4. Editing footnotes: Footnotes can be edited or deleted. 


A. EXAMPLE - Change the first footnote 





I. Recall document YOUR NAME 9.2. 
2. Display the footnote by positioning the cursor on the merge marker and pressing RECALL. 
3. Edit the footnote. 
4. Save the footnote. 
B. EXAMPLE - Delete the middle footnote 
22 i Document YOUR NAME 9.2 should still be displayed on the screen. 
1. Put the cursor on the merge marker for the middle footnote. 
2. Press DEL CHAR. Trace Mode automatically turns on. 
3. Put the cursor on the format marker. Note the message “Footnote” in the message area. 
4. DEL CHAR on the format marker deletes the entire footnote. 


5. Paginate the document. 





6. Specify footnotes at the end of the document numbered consecutively—Document Status Menu Two. 
7. Save the document. 


8. Print the document. Note that the footnotes are renumbered. 








You have now completed System Guide 9. To begin the next module, locate System Guide 10. 











System Guide 9: Section 2: 
Headers, Footers & Footnotes Footnotes (Cont.) 




















